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SUBJECT: Poyroll and Personnel Prooedures

Procedurs for handling amd routing personnel documents
within CIG and betwesn CIO and cther government agencies, in compli-
ange with Civil Service Regulations.

I. BHew Appointments,.

(a) The Personnel Office will forward to the Payroll Unit
a fanfold copy of Pom 50 which will include all pertinent infomation
necessary for payroll pur:pwea,v together with an attached W-4 Form
indl cating the individual's tax exempticn.

(b) standard Form 50 will indicate under the Remarks Column
"Rowstrike Affidavit executed® and the date of vath whioh is the
advice to the Payroll Unit that these documents are in the individual's
mm@ﬂ file, v

| {c) Should the employee request retirement deductions a
properly complsted Form 2806 will be forwarded to the payroll office
with the documents cutlined in Ia above.

(d) Should the employes request payroll deductions faor the
purchase of War Savings Bonds or Insurance it will be necessary that
the individual be sent to the Special Funds Office for exscution of
the required documents,

II. Trasfers From Other Covernment igencies.

(a) After the preliminary persomnel processing and the

entrance  on duty of the amployee, the Personnel Office, in addition
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to the payroll requiresents as outnnmltﬂ a,Eflml H d above,

will forward a copy of the Form 50, Employment Document, (by tmsfur)'
to the tmsterring AgUNOY .

(b) Upon receipt of this notification the releasing agency
will !omfd Lo the Personnel Office the complete individualts file
with the basic documents as required by the Civil Service Commission.

() The anusl and Sick leave record card will be extracted
by the Personnel Office and forwarded to the Payroll Unit for credit
to the employee's lcave ?mrd.

{d) The individual's file will be maintained in the Parsonnel

Office during the period of employment with this Organisation.
IIT. Promotions, Raclasélﬁcfmiom and Transfers within CI3.

{a) The ?‘a;ymli office will be notified of sy and all such
ehangsg by means of a fanfold copy of Form 50,

IV. Transfers to Other Government Agerciss,

(8) The Personnel Office will sdvise the Payroll Unit of
an immiment tranafer by forwarding an original and duplicate copy
of Form 37=-3, Personnel Action Request.

{b) In ordsr to avoid over payment and subsegquent neceasary
adjustments the Fayroll Unit will stop payment on subject individuals
and carry them in an "UIndetermined Staﬁu."

(¢} Upon actual receipt of Form 50 by the Payroll Unit
indicating the exact date of the transfer action, final payment will
be made and the leave record card closed out accordingly, and a
duplicate leave card will be forwarded to the Porsonnel office.
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(d) Upon receipt of & Fom 50, Pmployment ’etion, from

the other Agency the Personnel Office will imelude the duplicate
leave record card in the individual's persomnel file which will
ba forwarded to the amploying agency.

(e) In the event that such employses have had deductions
for rctii‘mmt made from their sslary the Payroll Unit will complets
Form 2806 and forward same to the Civil Service Commission.

¥. Teminations and Resignations,
| {a) Toe Payroll Unit will be advised Yy the Personnel
0ffice in the same manner as IVa above,
| (b) In order to avoid over payment and subsequent necessary
adjustments the Payroll Unit will stop payment en subject individuals
and carry them in an "Undetemmined Status."

{c) ¥Yorm 37=-3 will be held in the Payroll Unit pending
receipt of the final Fom 1130, Time and Attendace Report, which
¥111 supply the lsst working day of the individual,

{d) Upon receipt of this infomation the Payroll Unit will
compute the leave balances and include this informmation on Form 37-3
with the following information. '

1. Lest working day.

2. Nuber of terminal leave hours.

3. Period coversd by such leave.
4 copy of ihe Form 37-3 a0 completed will then be forwarded to the
Parsonnel 0ffice,
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(o) Upon receipt of the completed Form 37-3 the Feraannel
Of fice will process Form 50 on temination and will imclude under
the Ramarks Column the periinent lsave data.

{f) The Personnel Office will send a copy of the final
action on Form 50 to the Fayroll Unit and teminal salary payments
will be made,

(g) In the event that such employwss have had deductions
for retirement made from their ealary the Payroll Unit will complete
Form 2806 and forward same to the Civil Service Commission,

VI. The individual porsonnel files on employees who are teminating
or resigning and are not accepting further government euployment
will become the permanent property of this Organisation. However,
should any former employee of this Organiaétion return to government
service after an m@dodi period the file will be forwarded upon

requenst as outlined above,

GONHBENTIRE
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